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SKIES Service(s) Plan — Job Search Review Employment Security Department

Purpose

This guide provides ESD WorkSource Specialists with step-by-step instructions to support Job
Search Review (JSR) Service(s) Plans.

Objectives

After you complete this training, you will know how to:
= Create a Service(s) Plan for Job Search Review customers.
= Add a service on the Service(s) Plan.
= Activate a service on the Service(s) Plan.

= Close a service on the Service(s) Plan.

Purpose and Objective of Training Page 2

JSR Contacts Page 3

How do | create a new Service(s) Plan? Pages4 -7

e What do | do if an active Page 5
Service(s) Plan exists?

Activate a Service(s) Plan Page 7

Add a Service Pages 8 - 10
Close a Service Page 12
View the Plan Summary Page 13
Service(s) Plan Data Fields Pages 14 - 16
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CONTACTS

Reemployment Services Administration Manager:
Barbara Korst @360.438.4615 or bkorst@esd.wa.gov

For questions on Job Search Review processes, please contact Reemployment Services
Administration at esdgpreemploymentservicesadministration@esd.wa.qov.

Program Coordinators:

Ginger Bernethy @ 360.438.4672 or gbernethy@esd.wa.gov

Rich Coleman @ 360.438.3261 or ricoleman@esd.wa.gov

Kathy Bilanko @ 360.438.4642 or kbilanko@esd.wa.gov

For questions about SKIES functionality, please contact Kristine Moritz @ 360.486.5954 or
email kmoritz@esd.wa.gov
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SKIES Service(s) Plan — Job Search Review Employment Security Department

SKIES Service(s) Plan for Job Search Review

Job Seeker > Service(s) Plan

The Service(s) Plan has three sections: the Service(s) Plan tab, the Services tab, and the Plan
Summary tab. Use the Service(s) Plan tab to develop an employment plan using a goal and
Assessed Service Needs. Use the Services tab to document planned services based on the
Assessed Needs. The Plan Summary displays all open and closed services, with the Planned
and Actual Start and End Dates, and the Justification.

System generated services (i.e. Initial Assessment, Job Referral, Staff Assisted Job Match, etc
will not display on the Service(s) Plan but will display on the Seeker Services screen.

SKIES allows only one active Service (s) Plan. Do not open a Closed Service(s) Plan. To
create a new Service(s) Plan, when a Closed Plan exists, place the cursor in the
Justification data field and click on the green (+) on the Tool Bar.

Use the Notes feature to enter additional information. Remember — on the Notes screen, SKIES
enters the Source (the screen from where the Note was entered).

Create a New Service(s) Plan

Start On the Welcome screen, click Job Seeker > Service(s) Plan. The Service(s)
Plan opens in Draft Status (for the selected Job Seeker).

Step 1 Use free form text and enter an employment goal in the Goal (not required) data
field - or - the Goal data field auto fills from the Employment Objective on the
Desired Employment screen.
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Jestes | hame: DEVILLE, KRUELLA E.

LTS T

Secking a position in & growing veterninary clinic . 1wart to utilize my |«
skills, knowledge, and abilties and care for animals. | am a radical

Step 2 Is Seeker’s Goal self-employment? Click > YES or NO radio button (Fig 1).

Note: When co-enrolling a Job Seeker, do not change the O*NET Code. If the Service(s) Plan
is closed, create a new plan. You can only have one active plan at a time. Add services to an
active Service(s) Plan.
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The Service(s) screen displays.

File Joh Seeker Provider Employer Staff Functions Administrative Eeports  Maintenance Help Window
| F| X I Search | Seeker ID search | | ﬁ 5130 4.16.0
SK{ES AR 5) Plan Status #]
s ot | gome: DEVILLE, KRUELLA 009-00-9756
Service(s) Plan l e fine BB Ty Labor Market Info
lan Status —
Goal |Seeking employment to support my family. | wouldl ke to find 2 job as |~ C botive —
& wet technician to utilize my skilld. knowledoe. and abilties. - ® Drat
ra
ls Seeker's Goal Self Emploviment? O o T Wes @ po  Closed Lahor Market Info
Employment Goal
OMET Code R e
Justification =
E3
Fig 2

Note: SKIES requires an O*NET Code only when the Job Seeker requests/receives a Training
Service. JSR does not require an O*NET Code on the Service(s) Plan.

For Labor Market information, click > LABOR MARKET INFO button.

Step 3 In the Justification data field (Justification data field is required to SAVE), use
free form text and explain how Job Search Review services will help the
Job Seeker (Fig 1 & 3). Assessment Service Needs (Fig 1 Initial Assessment)
display on the Service(s) Plan tab. Use Service Needs to determine what

services the Job Seeker needs.

Justification |Kryella has limted attachment to the local lasbormarket. She has always had part time or underemployed jobs that always ended
el unemployment. She waould like to secure & position in & veterinary office caring for animals. She had 4 vears experience ="
groaming household pets, Workforce Explorer indicates animal techs are a groing occupation inthiz area with an expected
=urnr Krurlla needs znm heln with ber resume and fadra attentinn tn inh serarch She haz receiverd many refrrrals: bit nn

Fig 3
Document the Justification in Notes (SAVE the Plan and copy and paste a
Note).

For example: What are your recommendations for the claimant? Have you
considered the items below?

1. Any other obstacles/barriers to employment?
2. Career objective?
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Step 4

Step 5

Assessment results?

Job search skills development?

Need for additional services?

Plan of action and return to work statement.

Planned follow up statement approved by the Job Seeker.

Nooksw

Other items to consider:

Low skilled with limited connection to the labor market?

Low income with substandard barriers to employment?
Under-employed in an entry level job or declining industry/occupation?
Multiple job referrals with no success?

Locally determined; unique to the labor market

agrwNPE

Use mmddyyyy format to enter the Planned Start Date and the Planned End
Date. Enter the Planned End Date as 90 days from the Planned Start Date
[90 days is 12 full weeks + one day)(Fig 4)].

Click > SAVE.

Planned Start Date

Planned Start Date |EI3J'U1 f2010 Planned End Date

Actual Start Date | Actual End Date

Planned End Date

—

Fig 4

To activate the Service(s) Plan, click > ACTIVE radio button in Plan Status
(Fig 2). A pop up message: “Change the Service(s) Plan from DRAFT Status to
ACTIVE Status and commit all changes? (Fig 5)”

Click > OK. Plan Status
> T Active
1 Ciraft
" Clozed

Change Status

A A ‘E anu changes? Click
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Step 6

SKIES| B %] || scme

The Services and Plan Summary tabs activate. Click > Services tab. The
Services screen displays (Fig 6).

Staff Functions Administrative Bepors WMaintenance Help Window:

'1 | S5 Search ] Seeker ID search

]ﬁ] J5130 4416.0

o e & | Hame:  DEVILLE, KRUELLA

I o

Place cursor in objective area

and use green plus to create

009-00-9756

Services

Objectives Established an individoa
Type Heeded Services Training Account Start Date End Date
newy objective. Ohjective must I— | . - Planned : 03012010 06/30/2010
exizt hefore provider service ‘ 4 Actual :
T i Tu Tt =]

Ser! g —————
Provider Service /\aining Provider  Pravider T
L= ] N\ |
. ] N\ J
I | il i O
| J N %
J | -
aff Assigned Office -~
[[ﬁ ] ;] [ are
Py A ffilisti Mo Program Affilistion [ Intensive
[mgram = ];] Agresd Upon F Supportive Services
i3°”"a°‘ 15 Training
o ;] Instructions Follow-up
KT _ D
Fig 7
Step 6 The Planned Start and End Date auto fill (Fig 6). Click on the arrow right of the
Needed Services data field. A drop down list of Service Types displays. Click >
CORE (Fig 7).
Click > OK.
Step 7 A Group Type — Group Description corresponding to the selected Service Type

displays. Click to select the Group Type (CORE SERVICES [Fig 8]).

Click > OK (Fig 8). Graup Type

Group Description

CORE SERW

Click

Fig 8
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Step 8

Step 9

Click on the arrow right of the Provider Service data field. Click > JOB SEARCH
REVIEW PROGRAM SERVICES (Fig 9).

Click > OK.

Services
JOB DEVELOPMENT
JOB SEARCH AND PLACEMENT ASSISTANCE
JOB SEARCH PLAMMING
JOB SEARCH REVIEW PR
KEYTRAIN QG COMPLETED
KEYTRAIN QUICK GUIDE
MODULE 1 ORIENTATION TO WORKSOURCE SERVICES
MODULE 2 SKILLS AND ABILITIES ANALYSIS
MODULE 3 J0OB SEACH STRATEGIES
MODULE 4 PERFECTING APPLICATIONS
MODULE 5 EFFECTIVE RESUMES AND COVER LETTERS

Click

Fig 9

Click in the Provider data field. Enter the Provider name (i.e. WorkSource
Name) using free form text.

Note: When the service requires the Job Seeker to attend a class/course, use
free form text and enter the name of the course in the Course data field (Fig 10).

der Emplover Staff Functions Administrative Bepors

Maintenance Help Window

ACTIVE

s bttt | o e DEVILLE, KRUELLA

Services

iz zelected

Place cursor in objective area

Objectives
and use green plus to create Type Heeded Services
nelw ohjective. ijedive mus1 IT |CORE SERVICES
exizt before provider zervice

009-00-9757

1 incivicig,
Account

Provider

Provider Service

Se

ﬂ] Course

Training Provider  Provider

JOB SEARCH REVIEW PROGRAM SER ;] WS akima 4 ;]
j j Actual Start Date
- =]
- = (FEE

Office

Staff Assigned
[JonES, 122

Planned |

End Date
OE/30/2010

[~ | WORKSOURCE Y AKMA,

N
- - N Actual [ozm1 /2010
iz Mo Program Affiliatfn
Program Affiliation
d \-)_] Agreed Upon Progress Farticipation Hours
Weeklyl
Contract
| ;] % Minimuml
Instructions Completed
Actual ;] - Grade
Outcome % Attending |
[
Fig 10
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Step 10

Step 11

Step 12

Click > NO PROGRAM AFFILIATION (Fig 10) button to check mark (required).

To activate the service (when the Job Seeker receives the service or attends the
class), enter the Actual Start Date in mmddyyyy format (Fig 10).

When the service requires the Job Seeker to attend a class/course, use free form
text and enter the name of the course in the Course data field (Fig 10).

Click > SAVE.

Note: If the Actual Start Date is prior to the Planned Start Date, the following
message displays (Fig 11):

Fig 11

Click > YES. The Service(s) Plan Start Date changes to the date of the service.
Use free form text and enter “Agreed Upon Progress” [(Fig 12) (next report
time/date, contact info to complete Ul Work Test, Job Order info,

recommendations, etc)]. The Agreed Upon Progress will print on the Service(s)
Plan.

*** This step is necessary to complete the Ul WORK TEST. USE THE SERVICE
PLAN DESK AID.

Entries in the Instructions data field do not print on the Service(s) Plan.

Click > SAVE.
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ile Job Seeker Provider Employer StaffFunctions Administrative Eeports Maintenance Help Window

ACTIVE EA|[ | S8WSearch | Seeker I search | ﬂ] 15130 4.16.0

009-00-9757

Actual Start Date

——

I Agreed Upon Progress

Fig 13

Step 13 To add another Provider Service (Fig 13), click to highlight the next data
field. Click on the arrow right of the Provider Service data field. A drop down list
displays. Click to select the service.

Click > OK.

File Job Seeker Provider Employer Staff Functions Administrative Reports Maintenance Help Window

ACTIVE

" hmnm Hame DEVILLE, KRUELLA 009-00-9757

—

a;Jf_I wevama <]  [=|FF &
e S D (i

Fig 13
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Step 14 Click > NO PROGRAM AFFILIATION. When appropriate, enter the Actual Start
Date using mmddyyyy format.
Click > SAVE.

Step 15 When a Job Seeker completes/receives the service, close the service. Enter the

Actual End Date in mmddyyyy format.

Click on the arrow right of the Actual Outcome data field. A drop down list of
Actual Outcomes displays (Fig 18). Use the Find feature or the scroll bar.
Click to select the Actual Outcome:

COMPLETED-NO CREDENTIAL/CERTIFICATE -or-

DID NOT COMPLETE.

Click > OK.

Actual Qutcome

Click > SAVE.

YOUNGER YOUTH SKILL GOAL NOT ATTAINED
YOUMGER YOUTH SKILL GOAL ATTAINED
WORK READINESS CREDENTIAL EARMED
PROGRAM ENROLLED (CEG OMNLY)

OJT SUCCESSFUL COMPLETION
QCCUPATIONAL SKILLS LICEMNSE EARNED
OCCUPATIOMNAL SKILLE CERTIFICATE EARMED
MASTERS OR DOCTORATE DEGREE EARMED
LOCALLY AUTHORIZED CREDENTIAL EARMED
ETP LISTED MOT FEDERAL QUALIFIED
ENTERED TRAIMING (CEG OMLY)

ENTERED EMPLOYMEMT (CEG OMNLY)

DID NOT COMPLETE

COMPLETED-MO CREDENTIAL/CERTIFICATE
COMPLETED-CERTIFICATEICREDENTIAL PENDIMNG
BACHELORS DEGREE EARNED
ATTAINED HIGH SCHOOL DIFLOMA
ATTAINED GEDVHE EQUINALENCY
ASSOCIATED DEGREE EARMED

YA

4

Fig 18

Note: The Service(s) Plan will not close automatically and all services must be completed before
you can close the plan.
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Step 16 Click > Plan Summary tab (Fig 19). The Summary screen displays. This is a view
only screen. Click on the button at the top of each column to sort. Double click in
the Justification data field. The Editor will display the Justification.

ile Job Seeker Provider Employer Staff Functions Administrative Beports Maintenance Help Window

|| %l acvE] Plan Summary S Lopeker D search || @) 5130 446.0

Justification

Seeker Services
T ———LLE, KRUELLA

Ik nian L
Servicels) Plan‘\ﬁervices Plan Summary [ Z ~

Go Ta Sesker Services | ustification |rusla has linited ttachment to the locsl Isbormarket, She has always Prirt Service(s) Flan @

Actual Planned

Servicesibctivities | Statf Assigned | Program | Start Date | End Date | End Date | Actual Outcome |

'« [JoB DEVELOPMENT [JONES, 1Z2 [0zmsrzono | |ogs0ro0 |

OB SEARCH REVIEW PROGRAM [JONES, IZ2Y 0301 200 | o600 |

[EMPLOYMENT REFERRAL |GEMS, TANZANITE [0z0152010 | |oBra0zm0 |
[RESLIME ASSISTANCE |GEMS, TANZANITE 03472010 032202010 |06£0/2010 (COMPLETED-NO CREDENTIALICER'
IUNEMPLOYMENT ASSISTANCE  [FISCHER, LEIGH 03 G200 03162000 |06£30/2010 |COMPLETED-NO CREDENTIALICER'
MODULE 2 SKILLS AND ABILITIES [JONES, IZZ [D3m052010 [0308/2000 [06£30/2010 [COMPLETED-NO CREDENTIALICER'

Fig 19
Click > PRINT SERVICE(S) Plan button (Fig 19). Adobe activates. Click the
Adobe icon to print the Service(s) Plan. Click > X to close Adobe.
Note: All system generated services will display on the Seeker Services screen.
Click > SEEKER SERVICES bhutton to view system generated services.

Step 17 To close Job Search Review Program Services, click on the arrow right of the

Actual Outcome. Click to select one of the following:
= DID NOT COMPLETE

= COMPLETED-NO CREDENTIAL/CERTIFICATE
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SKIES Service(s) Plan

Data Field

Data

Job Seeker Name / Social Security Number

Auto fills

Goal

Auto fills with data from the Employment
Objective on the Desired Employment
screen — or — enter/modify the Goal. Not
required to SAVE the Service(s) Plan.

Is Seeker's Goal Self-Employment

Click > YES or NO radio button. Not
required to SAVE the Service (s) Plan.

Plan Status

Defaults to Draft. Click to select Active.
Click to select Close.

Note: A Draft Plan can only change to an
Active Plan.

When changing the Service(s) Plan from
Draft to Active and Program Affiliation or No
Program Affiliation has not been selected,
the message, “When Plan Status Active, all
Services must either have No Program
Affiliation data field check marked — or —
must have Program Affiliation and Contract
(when a contract is available) assigned”
displays.

Select Closed, a message displays, “Are
you sure you want to close this plan?” A
Closed Plan cannot be re-opened and is
stored in history for review.

LABOR MARKET INFO button

Links to Workforce Explorer for Labor
Market Information.

Employment Goal: O*NET Code

Not used for JSR.

Justification

Enter the Justification for seeking the
Employment Goal Occupation.
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Employment Security Department

Enter the Justification in Notes.

Planned Start Date

Should be the date of enrollment. Enter the
date using mmddyyyy format. Do not assign
a service before the Planned Start Date.

Planned End Date

Enter the date using free form text using
mmddyyyy format. JSR requires 90 days
from the Planned Start Date.

Service Needs Assessment

To view the Assessment and the
documentation about the Service Needs
Rank, click > GO TO button.

Use to determine service needs for the Job
Seeker.

Provider Service

Click on the arrow for a drop down list.
Items on the list link to the Needed
Services. Click to select. (See Boxes 2 & 3)

Click > OK.

Provider

Use free form text to enter the Provider
Name.

Course

Not used for JSR.

ENROLL button

Not used for JSR.

Staff Assigned

The Staff Assigned defaults to the User
logged into the system. To change the Staff
Assigned, click on the arrow for a drop
down list. Click to select the appropriate
staff person.

Click > OK.

Program Affiliation

Not used for JSR

No Program Affiliation

Click to check mark.
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Employment Security Department

Contract

Not used for JSR.

Actual Outcome

Click for a drop down list. Click to select.
Use the scroll bar when necessary.

Select:
e DID NOT COMPLETE
e COMPLETED-NO
CREDENTIAL/CERTIFICATE

Agreed Upon Progress

Use free form text. Prints on the Service(s)
Plan.

Instructions

Use free form text. Does not print on the
Service(s) Plan.

Not required for JSR.

Participation Hours Weekly

Not used for JSR

Participation Hours Minimum

Not used for JSR

Grade Not used for JSR
Attending Not used for JSR
Completed Not used for JSR

PRINT SERVICE(S) Plan button

Click to print a copy of the Service(s) Plan.

GO TO SEEKER SERVICE button

Click to navigate to the Seeker Services
screen.
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